Fountain Hills Community Center
Decorating Guidelines

P <) . w
i |

I

We want your event to be as successful as you do. Here are a few guidelines to help you achieve your decorating
goals, while keeping within the requirements of the Community Center. You may decorate the rooms you have rented
providing you observe the guidelines listed below. You may request permission from the Center Staff to decorate
hallways, lobby areas, resfrooms or any other non-leased areas.

The “Community Center Policies & Procedures,” which you received as part of your License Agreement, lists complete
decorating information in Section Decorations.
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Set Up Time

When renting the ballroom, set up and clean up activities are considered part of your scheduled8-hour window of time.
The time you require for set up must be coordinated with Center Staff. Exira set up time is available at an additional per
hour charge beginning at the time you enter the facility unfil the fime the event ends.

Table Sizes

The Community Center does not supply tablecloths, napkins or skirting. We provide 60" round banquet tables. A limited
number of 72" round tables are also available. We have (2) 48" rounds that can be used for cake or sweetheart tables,
and (6) 36" high top cocktail tables. Buffet tables are 72" long x 30" wide.

Balloons

Helium-filled balloons are permitted only with prior approval from the Community Center Staff. Sorry,
we cannot allow mylar balloons. If they get loose, they can stay up in the ceiling for months. Helium
tanks need to be on approved carts or bases.

Confetti & Glitter

Confetti, dlitter, rice, peanuts in the shell or sunflower seeds are not permitted in the facility. A cleaning
service charge will be levied should such items be brought on site for an event.

Candles & Open Flames

Candles must be pre-approved by the Staff and must be in compliance with the Town Fire Code. Town Fire Code
prohibits open flames unless in approved containers.  All other decorations must be flame retardant. Approved items
include: hurricane lamps, floating candles and votive candles. Taper or pillar candles are not allowed.

Tape, Pins, Staples

Decorations are not allowed on any glass surface in the facility. Pins, tape, staples or similar fasteners are not permitted
on any walls, curtains or staging. A walker display system may be rented if you require a tack board surface; pins, tacks,
or staples used on tack board surfaces must be removed at the conclusion of the event. No self-adhering decorations
are permitted on any surface.

Under no circumstances may decorations be stapled onto orinto any tables owned by the Center.

Any type of tape applied o the floor (including double-faced carpet tape) must be approved in advance. Many
brands of double- faced tape do not come off the floor and you may incur the cost of clean up and resealing.

Special Effects

Bubble and/or fog machines are not allowed anywhere within the building. All other special effects must be approved
by the Community Center Staff prior fo event date.

&

All items, including rental items, brought into the Center need to be removed from the building immediately following
your event.

The Party6s Over &

Following the close of your event, all decorations, tape and frash must be removed and
placed into waste receptacles. Any decorations, tape or trash remaining from the event will
be removed by the Center staff at the prevailing labor rate (subject to overtime rates for
holidays, after Midnight, etc.) and could result in no damage deposit return.

Damage to furnishings, walls, floors, windows or any other surface due to decorations will be
charged to your event. Please check out with Manager on Duty before you exit the premises.




